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HASKINS & SELLS

New Instructions
A I X staff members will doubtless recall
how, on the first day of joining our
organization, they read and signed the instructions. Many will have had the experience of not being able to remember the
numerous matters contained therein. With
a view to overcoming this difficulty and
making the instructions compatible with
present conditions, the instructions have
been revised and will, in the main, be issued
in loose-leaf book form.
The revised instructions have been diSUGGESTIONS F O R
PROFESSIONAL CONDUCT
These pages are intended as a source of
information and general guide to the members of the staff in the matter of professional conduct. Confidential matters relating to professional conduct and technique
are embodied in a volume entitled "Confidential Instructions," which is on file in the
library. All instructions should be consulted
frequently until the accountant is entirely
familiar with them.
It is considered desirable that all members
of the staff learn as quickly as possible the
ways of the firm, grow into harmony with
its ideals and traditions, and absorb its technique. It is important that each one have
the proper point of view, assume the proper
attitude toward his work, and appreciate the
responsible function which is delegated to
him as a representative of the firm. The
file of the monthly Bulletin, which is in the
library and which gives something of the
history and development of the firm, will be
found helpful in this respect. It is the desire of the firm that members of the staff
confine their attention exclusively to the
work of the firm and concentrate thereon
with the purpose of cooperating in the rendering of effective service to clients.
The department for professional training
has the function of acquainting new members
of the staff with their professional relations,
duties, and responsibilities; in serving them
subsequently in the matter of advice and
information, professional, technical, and personal; in looking after their comfort; and in
planning and directing their educational development.

vided into two parts—one which contains
information of a confidential nature, to be
kept in the office, where a copy will always
be accessible to the staff; the other, of a
non-confidential character, which will be
distributed to the staff. The latter will be
accompanied by loose-leaf diary and expense memorandum sheets which are correlated with the new form of combined
time and expense report recently issued.
The text of the revised instructions for
distribution follows:
The library is provided as a comfortable
and attractive place in which the members
of the staff work and spend their time when
not engaged in accounting work. A suggestion box located therein offers an opportunity
for communications relating to the accountant, his work, the work of the firm, conditions, relations, methods, or what-not.
The books in the library are for the use
and information of the staff and as well all
other members of the organization. They
may be withdrawn from the shelves for use
in the library without consulting anyone.
After having served the purpose of the
reader they should be left on the library
table in order that the librarian may return
them to their proper places on the shelves.
Books desired for home reading or outside
use may be obtained after the mere formality of registering them with the librarian.
Suggestions as to reading will, if desired,
be furnished by the director of professional
training.
EQUIPMENT
All equipment, such as working bags, folders, paper, pencils, erasers, etc., are provided
for the use of accountants. The only exception to this rule is a fountain pen, which the
accountant requires for certain of his work
and with which he should provide himself.
HOURS
When engaged on work in the offices of
the firm the hours to be observed are those
prescribed for the respective offices.
When engaged on work for clients outside
of the office of the firm, accountants should
within reason observe the hours of the offices
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in which they are working. Any substantial
extension of the usual time either at the beginning or end of the day, so that the total
becomes more than eight hours, may be
ignored, or if observed should be reported
as overtime.
In starting an engagement time should be
charged from the hour of departure from the
office.
Fractions of days should be reported as
eighths or multiples thereof, reducing the
• fractions in the summary where possible to
quarters or halves.
When working in the evening the supper
hour should, for the information of the bookkeeping department, be shown. Reimbursement for supper expense, in an amount
fixed by the respective offices, may, where
the work extends beyond seven o'clock in
the evening, be obtained from the cashier
on a petty cash slip.
Where the office of a client closes on Saturday at noon, or at one o'clock, so as to
prevent the accountant from working in the
afternoon, a full day should be charged.
The circumstances in such cases should be
noted on the time report.
Days spent in traveling, including Sundays and holidays, should be charged. In
such instances the time should be limited to
the usual office hours.
It is the desire of the firm that work unreasonably beyond the regular hours of clients and as a regular matter be avoided
whenever possible. This does not mean that
an accountant should display over-anxiety to
get away from his work. It does mean that
time in addition to office hours as a regular
thing until it becomes a habit is undesirable.
Where the client presses to have work
finished within a certain time it is the policy
to meet the desires of the client. In such
instances, or where the circumstances are
such as to make necessary the extension of
the work beyond the regular hours, it is
hoped that accountants will accept the situation as being an incidence of the profession.
Overtime should invariably be reported.
COMPENSATION
Salaries are paid semi-monthly; those on
a weekly basis to the Saturday preceding
the fifteenth and last day of the month,
respectively; those on a monthly basis in
full. Where so requested checks will be
sent to the bank for deposit.
It is the policy of the firm not to pay for
overtime or extra work. This is partly on
the theory that such practice tends to discourage unnecessary work beyond the usual
hours and partly that the range of salaries
paid to members of the staff who continue
in the service of the firm is sufficiently High
to compensate them for such encroachment
on their time. Where the conditions surrounding an engagement are unusual and
result in extraordinary demands on the accountant allowances are sometimes voluntarily made by the firm.
PERSONAL REPORTS
This section refers to reports rendered by
members of the staff to the office and not
reports by the firm to clients. The former
embrace time and expense reports (form

110a), and the miscellaneous informal reports which from time to time are necessary.
Time and expense reports are required of
members of the staff on the 10th, 20th, and
last day of each month. No duty of the
accountant is more imperative than the
prompt rendering of this report. When it
is appreciated that the report is the basis
of the charge to clients the importance of
promptness in this respect will be apparent.
Accountants when out of town should appreciate especially the fact that all reports
are necessarily some time in transit and be
governed accordingly.
Accountants who are assigned to out of
town engagements should advise the office
of the hotel at which they plan to stop. If
subsequently a change is made the office
should be advised promptly.
Accountants should keep the offices to
which they are attached advised of their
whereabouts at all times, using the wire if
so far distant that mail cannot reach the
office within twenty-four hours.
When accountants are unable, on account
of illness or other reason, to report at the
office, or at the client's office, they should
have the office immediately notified by telephone or telegraph in order that the client
may be notified. When accountants are on
engagements in places other than cities in
which offices of the firm are located the
clents' office should be notified direct.
Accountants whether in town or out
should notify promptly the office to which
attached of any change of address or telephone number.
EXPENSES
It is the desire of the firm that members
of the staff shall travel and live while on
out of town engagements in a manner befitting their professional standing. At the
same time, since expenses are incurred for
account of clients, it is necessary that the
expenses be kept at the minimum consistent
with such status. The accountant should live
comfortably and well without being extravagant.
In order to facilitate the bookkeeping it is
preferable that the accountant in charge pay
all traveling and subsistence expenses of his
assistants. This rule need not be adhered
to where circumstances, such as the comfort
or convenience of members of the party,
make it desirable that each individual pay
his own expenses.
Accountants previous to departing on out
of town engagements are provided with
funds for expenses. These funds should be
accounted for, supporting the disbursements, with vouchers wherever practicable,
at the time of rendering time and expense
reports.
The following indicates the character of
the expenses which may be incurred:
Traveling:
Railroad fare (lowest first class through
rate).
Sleeping and chair cars (one berth or
seat).
Transfers (personal and baggage).
Gratuities (porters in Pullman cars at
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about the usual rate of 25 cents per trip
of twelve hours).
Subsistence:
Rooms and meals.
Gratuities, laundry, clothes pressing, carfares, and such things as are usual to
include in expense—depending on locality and conditions—from $1.00 to $1.50
per day.
Miscellaneous:
Telegrams and telephone.
Stationery.
Other (to be itemized).
The allowance for subsistence, including
gratuities, laundry, and pressing, will be limited to reasonable amounts depending on
locality and circumstances. Such amounts
might perhaps be $4.00 per day in towns and
smaller cities, and run as high as $7.00 in
some metropolitan cities.
Consideration should be given to the probable length of time that will be required
to complete an engagement with a view to
making hotel arrangements by the week
instead of by the day in order that a better
rate may be obtained if possible.
When accountants are engaged away from
home, in cities where the firm has offices,
the daily allowances for subsistence, gratuities, and laundry, etc., will be left to the
discretion of the partner or manager under
whom the accountant is engaged.
In cases where, owing to pressure of work,
the accountant has not had time to find a
suitable place at which to locate, actual
expenses, in reasonable amounts, will be
allowed for a period sufficient for this purpose.
When an accountant who is on a prolonged engagement is accompanied by a
member of his family, an allowance, depending on location and circumstances, will
be granted if desired in lieu of subsistence
expenses.
Accountants who are about to undertake
engagements involving expenses which are
to be sustained by any division of the government, should ascertain the specifications
and requirements thereof, with regard to
expense allowances and vouchers. Travel
regulations of the United States Treasury
Department containing information of this
character may be consulted upon application to the librarian.
T I M E AND E X P E N S E REPORT BOOK
This book is intended to afford a convenient place in which the details of time
and expenses may be recorded, and to facilitate the rendering of time and expense reports.
The sheets are of two kinds, those which
are ruled for expenses and a daily cash
account, and those in blank which are for
the time spent on engagements. The former
need be carried only by accountants who
are on out of town engagements.
In this book, on the blank pages, should
be noted daily, the date, the hours engaged,
the engagement and the particulars relating
to the work of the engagement. For example, "October 15, 1917, 9-12: 1-5, Warburton Desk Company, Counting cash and
reconciling bank account."
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The information relating to an engagement should be entered in the time book
very explicitly but concisely, and so transferred to the time report. It should be
remembered that the latter record is the only
one upon which the firm may depend when
discussions with clients relating to the work
become necessary. Reference to the accountant who did the work is not always
possible, as he may be out of town or otherwise out of reach. The time report should
be so full and clear as to make this unnecessary.
Particular attention should be given to
showing clearly, where there are subsidiary
or otherwise related companies or branches,
the work on each company or branch.
In the case of monthly audits the month
to which the work applies should be supplied.
If the work is performed at a place other
than that indicated by the memorandum of
engagement the fact should be shown, as
should work performed for clients in the
offices of the firm.
While the loose-leaf binder permits replacing used sheets with new ones, the
former should be preserved by the accountant. They are sometimes useful long afterward in refreshing one's memory as to
precisely what was being done at a given
time. They will if desired be filed in the
office of the firm.
PERSONAL CONDUCT
Each accountant is a representative of the
firm. It is therefore desirable that his conduct be a credit to the firm. Many little
things, such as personal appearance, personal
habits, behavior, attitude toward client and
employes, go to form the impression which
the accountant conveys. It is important,
therefore, that care be exercised at all times
to avoid anything which will result in placing
our representative in disfavor.
Smoking in offices, for example, frequently
proves objectionable. Accountants are therefore requested to refrain from smoking
while engaged in the offices of clients where
the clerical force is not permitted to smoke
or without first ascertaining whether or not
there is any objection to such indulgence.
Since all our engagements are of a confidential nature the name, or address, or
telephone number of a client should not be
disclosed. The use of the client's telephone
for personal matters is not desirable and
should only be indulged in where unavoidable. In cases of necessity communication
may be had with accountants through the
respective offices of the firm.
Money or gratuities should not be accepted from clients, and any such offers
should be reported to the firm. Personal
checks should not be cashed at (client's)
offices and only in cases of emergency will
exception to this rule be permissible. The
necessity of having a rule to the effect that
money must not be borrowed from clients or
employes of clients will undoubtedly be apparent. While the firm does not desire to
encourage borrowing on any scale it much
prefers that if an accountant finds it neces-
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sary to borrow small sums the application
be made to the firm.
It is undesirable that accountants become
too intimate with clients and their employes.
The attitude of the former should be one of
dignified friendliness. Any association which
requires more than this should be avoided.
This does not mean that accountants may
not with propriety accept reasonable entertainment. It does mean that the relations
should not be carried so far as to make
possible subsequent embarrassment.
Clients and other employes should not be
antagonized. They should be accorded
courteous, dignified treatment under all circumstances. This may at times be difficult,
but is the proper position to take. The test
of an accountant's calibre frequently is his
ability to maintain his equanimity and dignity under trying circumstances.
PROFESSIONAL ETHICS
Accountants should not discuss clients,
their work, or any feature thereof, with
anyone, under any circumstances, except
members of this organization. When it is
realized that all the work of the public
accountant is necessarily the private business
of someone else everything which comes to
his attention should be treated as strictly
private and confidential.
The bookkeeping or accounting system of
the client should not be criticised or discussed with the client's employes.
The business, work, or characteristics of
other public accountants should not be commented upon, criticised, or discussed.
It is not considered good form to discuss with the client or his employes such
matters as the length of time the accountant has been with the firm or the amount
of his compensation.
It is considered unethical for a member
of the staff to solicit or to arrange for employment with a client or other accounting
organization without first discussing the
matter with the firm.
PROFESSIONAL REPORTS
Accountants should obtain from the files

copies of reports which have been rendered
and familiarize themselves with the form
and content thereof. The working papers
accompanying such reports should also be
studied. The director of professional training will, if desired, make suggestions with
respect to the selection of such reports.
The accountant should place his signature
on the first page of the comments and each
page of the exhibits and schedules of all
reports and statements which he prepares.
If some other accountant checks the statements, he also should sign them, indicating
the fact that he has checked them.
Abbreviations should not be used and
special care should be taken to see that
names are legibly written.
Accountants should bear in mind the fact
that their working papers frequently have
to be referred to by the office, consequently
such papers should be complete and clear.
The name of the accountant doing the work
should appear on the upper right hand
corner of all working papers. As far as
practicable, standard size journal and analysis paper should be used. Each statement should be properly headed with titles
and dates, and, if folded, should be properly
endorsed. Superseded statements should be
so marked on the outside as well as across
the face. The trial balance should have
notes opposite each item as to its character,
if not analyzed, and how verification was
made. If analyses are made, they should be
referred by numbers to the trial balance. All
differences between book figures and figures which we are to present should be
clearly set forth in journal entry supporting
the working sheet. Working papers for consolidated balance sheets and income statements should show clearly in a separate
column all eliminations as among component
companies, and such eliminations should be
supported by a detailed statement giving a
description of each item eliminated.
All work connected with an engagement
should be completed, as far as possible, at
the office of the client.
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